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1 OBJECTIVES AND SCOPE

Describes the style and structure of a close out report.

2 DEFINITIONS

CLOSE OUT REPORT :  Final report that analyses actual performance against the project baseline.  Analyses lessons learnt and any recommendations for similar future projects.

3 REFERENCES

Guidelines for planning and scheduling can be found in document PPG041

4 DESCRIPTION

4.1 THE PROJECT MANAGER AND PLANNER
Review the content and structure of the close out report.  As a minimum the content should cover:-

· Original Scope

· Basis of original schedule

· Scope Changes and Effect

· Float history

· Statistics

4.2 THE PLANNER
The planner accesses past documents such as schedules, reports and scope changes for the data required.

He then writes the report and creates/copies any charts/curves that are to be included in the report.

Statistics and qualities should also be included.

5 RECORDS

Reports and information are then distributed as required.  Copies should be kept/filed as per project filing procedure and also issued to the planning department for archiving which will then be used for future projects.

APPENDIX A  :  RELATED DOCUMENTS
PPG041
:
Guidelines for planning and scheduling

APPENDIX B  :  RECORD OF AMENDMENTS

APPENDIX C  :  FLOW CHART




ORIGINAL SCOPE





BASELINE SCHEDULE





PAST REPORTS





STATISTICS





REVIEW CLOSE-OUT REPORT STRUCTURE





ANALYSE PROJECT PERFORMANCE





PRODUCE CLOSE-OUT REPORT








	ATD_P_PL_00001100
	Revision 0
	Approved : September 27, 2001
	Page 1 of 4



